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Welcome to the Colorado 

Convention Center 
The Colorado Convention Center, an SMG managed facility, is more than your next 
event venue, we are your next great experience. 

We extend a warm, mile high welcome to the 

Colorado Convention Center (''CCC'') and look 

forward to servicing your event with utmost 

professionalism. It is our mission to assist in the 

successful planning and production of your 

convention, trade show or special event. 

To deliver the kind of successful meeting and to 

demonstrate services that your attendees and 

exhibitors deserve, a smooth and well­

coordinated relationship between our staff and 

yours is essential. In an effort to help establish 

this kind of collaboration, we have assembled 

this guide which is designed to make your job 

easier. It is designed on the premise that we 

can never provide too much information. It is 

our goal for this guide to answer your questions, 

provide timelines and deadlines, and offer 

definitions to help us speak the same language. 

In addition, it will introduce rules and policies to 

protect us both, and it will offer helpful advice 

for each step in the event-planning process. 

Once the space in our facility has been reserved 

through our Sales Department and you have 

signed a license agreement (''contract''), our 

Event Management Department becomes your 

primary source of information. You will be 

assigned an Event Manager approximately two 

years prior to your event or as soon as you are 

issued a contract. Your Event Manager will work 

with you on every aspect of the planning 

process. If you have questions prior to that 

time, we encourage you to call our Event 

Management Department at (303) 228-8000, 

Monday through Friday, 8:00 am to 5:00 pm. 
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Meet The Team 
Get to know our staff and all the talent, experience and knowledge behind your 
successful event. Our expertise is just one of the many benefits when planning your 
next event at the Colorado Convention Center. 

EVENT MANAGEMENT 
Your Event Manager is the number one player 
on the team. This individual is assigned to 
work with you and your staff from initial 
planning through move-out. Your Event 
Manager is as crucial to the success of your 
convention, trade show and/or event as any 
member of your own staff. 

Use your Event Manager as the principal 
source of information during the planning 

process and while on site. Your Event 
Manager will answer your questions, convey 
information to our operations department and 
take full responsibility for the smooth 
functioning of your activities in our facility. 

In this guide, you will find an Event
Planner's Checklist, that lists an important 
timeline for providing your Event Manager 
with essential information. 

A minimum of thirty days 
prior to your arrival, your 
Event Manager should 
receive the entire event set 

__ -· up requirements. In 
accordance with your 
contract, financial discounts 
:will be applied when you 
·meet crucial deadlines.

Your Event Manager is the
key player at our facility and
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unctions as the link to all of

;--;; our operating departments.
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Your Event Manager

https://denverconvention.com/media/general/pdf/Event_Planners_Checklist.pdf
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https://denverconvention.com/media/general/pdf/Event_Security_Staffing_Protocol_8.pdf
https://denverconvention.com/media/general/pdf/Guest_Services_Information.pdf
https://denverconvention.com/media/general/pdf/Event_Housekeeping_Procedures.pdf


Ask your Event Manager about the CCC 
sustainability practices and how we can work 
together. Refer to Sustainability Quick
Facts and Sustainability Client Info and 
Sustainable Events Guide. 

BUILDING SERVICES 
Our Building Services Department sets all tables, 
chairs, risers and other equipment, within the 
limits of our inventory. They also handle 
partitioning walls and your changeover 
requirements. Some services may involve a 
labor charge, please ask your Event Manager 
about changeover fees. Building Services 
provides water for your podiums and/or head 
tables at no additional charge; however, hollow 
square and conference sets are watered for a 
minimal charge. Refer to Flat Rate Changeover
Explanation. 

TECHNICAL SERVICES 
Our Technical Services Department handles 
staging, house lighting, and house audio. 
Again, some services may involve a labor 
charge, please ask your Event Manager about 

changeover fees. Our Technical Services staff 
works in conjunction with your contractors. 
They review all rigging plans, operate house 
lifts/forklifts and can accommodate minor 
material handling. 

SALES 
Our Sales Department has worked with you 
since the initial booking of your event and 
through the administering of your contract. 

Your contract is our legal commitment to each 
other. Until it is signed by you and executed by 
us, the partnership is not complete. If you are 
less than eighteen months from your event and 
do not have an executed contract, call your 
Sales Manager to discuss the status of your 
contract 
In most cases your contract has already been 
executed and you are now working with your 
Event Manager. However, it is very important to 
let your Sales Manager know if you have made 
any changes to your event that will affect your 
contract. An amendment will then be prepared 
for your signature.Our Sales Department works 
in partnership with Visit Denver in booking our 
facility. If you are interested in exploring dates 
within the next eighteen months at the CCC, 

i please call us directly at (303) 228-8000. If your 
i plans are for the more distant future, or if you 

·�� need hotel room accommodations, please call
�-2!1 Visit Denver at (303) 892-1112. 

more about our Sales team at 
denverconvention.com /about-us/meet-our­

team / sales-team. 

https://denverconvention.com/media/general/pdf/Sustainability_Client_Information_and_Waste_Diversion.pdf
https://denverconvention.com/media/general/pdf/Flat_Rate_Changeover_Explanation.pdf
http://denverconvention.com/about-us/meet-our-team/sales-team/


"As a show producer in the Denver metro area for the past 20 years, I can express 

my deep appreciation for ASM Global management style and the personnel they 

have assembled to run the Colorado Convention Center." 

-Jim Fricke, Executive Director, Colorado Garden Show, Inc.
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Amenities and Vendors 
The Colorado Convention Center has a variety of services on site that help to make your 
event planning experience seamless. Learn about our preferred on site services and 
vendors. 

DIGITAL DISPLAY MONITORS 
CCC offers digital display monitors outside each 

meeting room and main entrance into both 

ballrooms. You may display a custom logo, 

meeting name and itinerary on the monitors. 

Ask your Event Manager about this 

complimentary service and the process to enter 

your event's data into a website data base. 

You will have the convenience of updating and 

correcting the monitor information at all times. 
Refer to Digital Display Client Package. 

AUDIO VISUAL 
Image Audiovisuals is our preferred on site 

audio visual provider. However, your Event 

Manager can provide a list of other approved 

local audio visual providers. We recognize that 

many meeting planners have multi-year 

contracts with audio visual providers. You are 

welcome to bring your preferred supplier as 

long as they employ union labor while providing 

services. The IATSE, Local No. 7 union, 

maintains jurisdiction for this work in our facility. 

Contact Image A/V 
imageav.com 
303-228-804 7

HOUSE AUDIO SYSTEM 
The CCC operates a computer-controlled audio 

system. This system broadcasts to the 

ballrooms, meeting rooms and exhibit floors. 

Volume is automatically controlled to achieve 

the highest audio level without feedback. If you 

require audio control systems beyond the 

permanently installed, there will be charges 

associated for the use and operation of the 
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https://denverconvention.com/media/general/pdf/Colorado-Convention-Center-Instructional-Guide-V2.1-Reduced.pdf
https://imageav.com/


https://denverconvention.com/media/general/pdf/Technical_Information.pdf


HOURS OF OPERATION 
The standard hours of operation for 

administrative staff are 8:00 a.m. to 5:00 p.m., 

Monday through Friday. Per your contract, our 

standard operating hours for client-leased space 

are 7:00 a.m. to midnight daily. Ask your Event 

Manager to explain building overtime 

applications and charges. 

PARKING 
The CCC has an attached parking garage. For more 
information please visit: denverconvention.com/
attend­an-event/parking. 
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ACCESSIBILITY 
All areas of the facility are wheelchair accessible. 

Electronic doors are located at all main lobby 

entrances. All elevators are equipped with Braille 

signage. Additionally, restrooms and drinking 

fountains are ADA accessible. Refer to 

http://denverconvention.com/ attend-an­
event/ accessibility-services/. 
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FACILITY SERVICES 

AUTOMATED TELLER MACHINE 

For your convenience, four twenty-four hour 
ATM machines are located throughout the 
facility. 

CHARGEFUZE

Low phone battery? No worries - you're covered! 
The Colorado Convention Center has partnered 
with chargeFUZE the largest provider of  
innovative phone charging solutions nationwide. 
They power all types of venues from sports 
stadiums and convert arenas to shopping malls 
and restaurants. Similar to shared bikes or 
scooters, user can find stations anywhere in the 
network via the app on in person, scan a QR code 
on the scteen, and can easily rent a portable all in 
one charger that they can take on-the-go. 

Rentals range from $1-$2 for every 30 minutes. 
$40 maximum total charge is the charger  isn't 
returned to the network. Non-returned power 
banks can be recharged and reused. Refer to

https://denverconvention.com/attend-an-event/
in-house-amenities

PAY BY APP LOCKER

Rentable lockers of varying sizes are available 
for you at the CCC. Our lockers are now 
controlled via your cell phone's Bluetooth, 
for a more convenient way of storing items. 
To purchase a locker, download the Cleartoken 
app from your device's app store. Once you 
have created your account you can load money 
onto it and purchase a locker for a fee of $5.00. 
Select a locker of your choice that shows as 
available and select Open. When you're ready 
to go just go back into the app and select 
Open to retrieve your items.

http://denverconvention.com/attend-an-event/ups-business-center/
https://denverconvention.com/attend-an-event/in-house-amenities


CHILD CARE 
The CCC is proud to be the first convention 
center in the nation to designate a special area 
for the provision of child care. Meeting Room 
610-612 is approximately over 1700 square feet
and is equipped with toys and furniture
appropriate for children between the ages of six
weeks and ten years. Adjacent to room 612 is a
kiddie toilet, sink and changing table area.

SAFETY SERVICES - PARAMEDIC/FIRE 
FIGHTER DETAIL 
The health and safety of your attendees and 
exhibitors is very important to us. The City of 
Denver has adopted the Uniform Fire Code, 
which requires that off-duty fire fighters be 
assigned to public gatherings to provide for life­
safety enforcement and crowd management. 
Both fire fighter and paramedic services are 
arranged through your Event Manager. Refer to 
Paramedic-EMS Coverage Information and 
Fire Fighter Coverage Information. 

GIFT SHOP 
The Gift Shop carries a myriad of items (i.e. 
sundry, office supplies, T-shirts, sweat shirts, 
etc.) plus a specialized collection of Colorado 
arts and crafts and Native American, Aspen and 
turquoise jewelry. The Gift Shop tailors its 
availability to your event hours. 

IMAGE AUDIOVISUALS 
Image Audiovisuals is our preferred on-site 
audio visual providor They offer a complete 
inventory of state-of-the-art audio visual 
equipment, as well as the following services: 

On site staffing and inventory 
24/7 /365 availability 
CTS® CertifiedTechnicians 

HD1V projectors, screens and displays 
Mediasite® Presentation Web-Streaming 
Video/ Audio Conferencing 
DVD and HD1V production services 
Medical meetings specialists 
CAD diagramming 
Audience response systems 

Contact Image A/V 
imageav.com 
303-228-804 7

AXS TICKETING AGENCY 
AXS is the City of Denver's exclusive ticketing 
agency. Refer to AXS Ticketing Agency 
Quick Facts. 

Colorado Convention Center I Event Planner's Guide 

https://imageav.com/
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https://denverconvention.com/media/general/pdf/Event_Planners_Checklist.pdf
https://denverconvention.com/events






https://denverconvention.com/media/general/pdf/Dimensions_and_Capacities_Chart.pdf
https://denverconvention.com/media/general/pdf/Flat_Rate_Changeover_Explanation.pdf
https://denverconvention.com/media/general/pdf/Paramedic-EMS_Coverage_Information.pdf
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https://denverconvention.com/media/general/pdf/General_Operating_Policies_and_Procedures.pdf


https://denverconvention.com/media/general/pdf/Ballroom_and_Prefunction_Exhibit_Policy.pdf




https://map.concept3d.com/?id=436#!ct/22918,22895,22897,22896,22924,22923,22922,22921,22920,22919,22926,22925,22917,22916,22915,22914,22913,22912
https://denverconvention.com/media/general/pdf/Banner_and_Signage_Package.pdf




https://denverconvention.com/media/general/pdf/Rigging_and_Hanging_Information.pdf
https://denverconvention.com/media/general/pdf/Event_Security_Staffing_Protocol_8.pdf




https://denverconvention.com/media/general/pdf/General_Service_Contractor_Guidelines.pdf
http://denverconvention.com/plan-your-event/onsite-services-vendors/
https://denverconvention.com/media/general/pdf/General_Service_Contractor_Guidelines.pdf


Full time employees of an exhibiting firm may 

install and dismantle their own respective 

company display, if such work can be completed 

in less than sixty minutes and without the use of 

mechanized tools. Product display and product 

placement is not included in these work rules 

and is the exclusive right of full time employees 

of an exhibiting firm. Refer to Union Labor 
Requirements. 

Any outside or additional labor required for 

installation, dismantle or decorating of displays 

is to be performed by the official general service 

contractor or by any other contractor signatory 

to the IATSE, Local 7 labor agreement. 

Reason: We are proud of the quality of our 

labor force in Denver. We acknowledge the 

work rules as defined by the union contracts 

between the labor unions and the service 

contractors. These agreements provide uniform 

standards for labor and charges for services and 

are intended to encourage consistent levels of 

quality service for meeting planners, show 

managers and exhibitors. 
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Vehicle/Truck Staging 
"It is our goal to work with your general service 

contractor to ensure the ease of your move-in and 

move-out for your exhibitors." 

Rule: All event-related vehicles must be 
,staged in assigned and designated portions of 
the service road or docks. 

�-==-

.....,-Reason: There must be a clear and accessible 
fire lane around the CCC at all times to provide 

�....,.....,-""!clearance for emergency vehicles. Refer to 
Event Security Staffing Protocol. 

Rule: Truck marshaling yard arrangements 
must be coordinated with your general service 
contractor. 

Reason: The facility may be hosting several 
events simultaneously, and we must maintain 
access to our loading docks and lobby 
entrances for all of our clients. Truck 
marshaling yard arrangements are mandatory 
since the facility does not have an on-site 
vehicle queuing area. Due to limited dock 
space, events using the lower level docks are 
required to pre-plan dock assignments through 
facility Operations. 
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SALES/USE TAXES AND 
LICENSES 
"In order to minimize your research, the City and 

County of Denver has appointed experts to assist 

in the processes of obtaining necessary licenses." 

Rule: All exhibitors selling merchandise from 
the show floor or taking orders on either a 

wholesale or retail basis must have a valid 

Colorado Sales Tax License and must also 

adhere to the local laws regarding sales/use tax 
collections for the City and County of Denver. 

Although it is the responsibility of the individual 

exhibitor to obtain their own tax licenses, it is 
the responsibility of show management to notify 

exhibitors of this requirement and to be able to 
identify those exhibitors to whom the licensing 

requirement applies. Refer to Denver/Colorado 
sales and special event tax license information. 

State of Colorado Special Event Tax 
License: 
colorado.gov/cms/forms/dor-tax/dr0589.pdf 

City and County of Denver Special Event 
Tax License: 
Refer to the City of Denver Treasury 
Website and click on Special Event Sales Tax 

to get full information and a packet. 

Reason: Whether it occurs on a show floor or 
in a store any sale may be subject to sales tax. 
The Standard or Special Event Tax License 

allows the State of Colorado and/or the City of 

Denver to collect sales taxes on merchandise 
transactions, while recognizing the one-time or 

periodic nature of trade or consumer show 

sales. 

Facilities Development Admissions (FDA) 
Tax 
"FDA" tax applies to those events in which an 

admission is charged, unless an exemption is 

granted. For more information about this tax 
and how to determine if you are eligible for an 

exemption, please go to: 

http://www.denvergov .orq/treasury/businesstax 

es/tabid/440482/default.aspx and click on FDA 

tax. 

AXS Ticketing Agency 
Refer to AXS Ticketing Agency Quick Facts 

CERTIFICATE OF INSURANCE 
"The City and County of Denver requires specific 

verbiage in order to meet their requirements. Our 

sample form should make it an easy process." 

Rule: Your contract requires you to carry 

liability insurance for your event. Refer to your 

contract for specific insurance requirements 

including limits and additional insured 

requirements. Refer to Insurance 
Information. 

Reason: To protect both you and us. 

https://www.colorado.gov/pacific/tax/special-event-sales-tax
https://www.denvergov.org/content/denvergov/en/denver-department-of-finance/our-divisions/treasury-division/business-taxes.html
https://www.denvergov.org/content/dam/denvergov/Portals/571/documents/TaxGuide/TaxGuideTopic26_FacilitiesDevelopmentAdmissionTax.pdf
https://denverconvention.com/media/general/pdf/AXS_Ticketing_Agency-Quick-Facts.pdf
https://denverconvention.com/media/general/pdf/Insurance_Information.pdf




Resources 

Find additional resources and information that have been referenced in this guide. 

THE FOLLOWING RESOURCES HAVE BEEN REFERENCED IN 
THIS GUIDE: 

• Event Planner's Checklist
• Event Security Staffing Protocol
• Guest Services Information
• Event Housekeeping Procedures
• Sustainability Quick Facts
• Sustainability Client Information
• Sustainable Events Guide
• Flat Rate Changeover Explanation
• Paramedic/EMS Coverage Information
• Fire Fighter Coverage Information
• General Operating Policies and Procedures
• Technical Information
• Dimensions and Capacities Chart
• Ballroom and Prefunction Exhibit Policy
• Digital Display Client Package
• Banner and Signage Package
• Rigging and Hanging Information
• General Service Contractor Guidelines
• Union Labor Requirements
• Denver/Colorado Sales and Special Event Tax License Information
• Insurance Information
• AXS Ticketing Agency Quick Facts

You may click on each resource above to be redirected to that document, or visit our Event 
Planner's Guide to access this full list of resources. 

https://denverconvention.com/media/general/pdf/Event_Planners_Checklist.pdf
https://denverconvention.com/media/general/pdf/Rigging_and_Hanging_Information.pdf
https://denverconvention.com/media/general/pdf/Event_Security_Staffing_Protocol_8.pdf
https://denverconvention.com/media/general/pdf/General_Service_Contractor_Guidelines.pdf
https://denverconvention.com/media/general/pdf/Union_Labor_Requirements.pdf
https://denverconvention.com/media/general/pdf/Guest_Services_Information.pdf
https://denverconvention.com/media/general/pdf/Event_Housekeeping_Procedures.pdf
https://denverconvention.com/media/general/pdf/Sustainability_Quick_Facts.pdf
https://denverconvention.com/media/general/pdf/Sustainability_Client_Information.pdf
https://denverconvention.com/media/general/pdf/City_of_Denver_Arts__Venues_Sustainable_Events_Guide.pdf
https://denverconvention.com/media/general/pdf/Flat_Rate_Changeover_Explanation.pdf
https://denverconvention.com/media/general/pdf/Paramedic-EMS_Coverage_Information.pdf
https://denverconvention.com/media/general/pdf/Fire_Fighter_Coverage_Information.pdf
https://denverconvention.com/media/general/pdf/General_Operating_Policies_and_Procedures.pdf
https://denverconvention.com/media/general/pdf/Technical_Information.pdf
https://denverconvention.com/media/general/pdf/Dimensions_and_Capacities_Chart.pdf
https://denverconvention.com/media/general/pdf/Ballroom_and_Prefunction_Exhibit_Policy.pdf
https://denverconvention.com/media/general/pdf/Colorado-Convention-Center-Instructional-Guide-V2.1-Reduced.pdf
https://denverconvention.com/media/general/pdf/Banner_and_Signage_Package.pdf
https://denverconvention.com/media/general/pdf/Denver-CO_Sales_and_Special_Event_Tax_License_Information.pdf
https://denverconvention.com/media/general/pdf/Insurance_Information.pdf
https://denverconvention.com/media/general/pdf/AXS_Ticketing_Agency-Quick-Facts.pdf
https://denverconvention.com/plan-your-event/event-planners-guide/


www.denverconvention.com (Information is posted nine months prior to your event).

Revised:  8/4/21 MCT

prior to first move-in day

DUE:  Schedule of events overview

THREE MONTHS
prior to first move-in day

SIX WEEKS

DUE:  Updated floorplans for Fire Marshal review and approval, if applicable

DUE: Preliminary floorplans including registration, lobby usage, exhibits, general session, etc.

Event Planner's Checklist

Destination Management Company and/or Transportation contact

Provide vendor information to your Event Manager:

DUE:  Digital billboard content/graphics, if applicable. Marketing Coordinator will be contacting 

General Service Contractor/Decorator contact

prior to first move-in day

Security Staffing Company contact

DUE:  Rigging plans for CCC review and approval, if applicable

We'd like to provide you with this timeline of important dates and deadlines for your upcoming event.
Please contact your Event Manager with any questions.

DUE:  Room set specifications including diagrams, audio visual set-up, utilities and food and 

Reminder:  Room set specifications due in two weeks

Audio Visual and/or Production Company contact

DUE:  Complete chronological schedule of events

beverage requirements

NINE MONTHS
prior to first move-in day

DUE: Provide event information and link for your event's website to be posted on CCC website at 

SIX MONTHS

(Provide drawings indicating the locations for utilities)

Conditional upon your Event Manager receiving the above requirements, you will be provided with a 
complete Colorado Convention Center resume of your upcoming conference and an estimate of the 
charges.

FOUR WEEKS
prior to first move-in day

 LATE CHARGES MAY BE APPLICABLE AFTER THIS POINT

TWO WEEKS
prior to first move-in day

you with this information.  

DUE:  Utility specifications including telephone, electrical, and internet requirements 


	denverconvention.com
	1 Event Planner's Checklist.xls




